
 

 

POSITION: Assistant Director of Development  

ABOUT AQUIDNECK LAND TRUST (ALT): Founded in 1990, the Aquidneck Land Trust (ALT) is a 501(c)3 

non-profit organization operating in Newport County, Rhode Island. Aquidneck Land Trust's mission is to 

preserve and steward Aquidneck Island's open spaces for the lasting benefit of the community, while 

connecting people with the land that defines the island's natural character. ALT has a service area of 

three towns (Newport, Middletown, and Portsmouth), covering approximately 25,000 acres on 

Aquidneck Island. We work to connect people to nature, protect our drinking and coastal waters, 

preserve farmland and support local agriculture, provide places to play for the community, and work to 

make our island more resilient to climate change. For more information about the organization, see 

www.ailt.org. 

POSITION SUMMARY:  The Assistant Director of Development (ADoD) reports to the Director of 

Development (DoD) and is a multi-faceted position which provides the full range of administrative 

support for the DoD, performs related duties which support the smooth operation of ALT’s overall 

development efforts, and works collaboratively with the DoD in the development and implementation 

of ALT’s annual and leadership giving campaigns and related events, programs, campaigns and other 

initiatives. 

TRAINING/QUALIFICATIONS:  The position is best served by an individual with demonstrated fundraising 

or equivalent experience, preferably in a non-profit setting. Strong interpersonal skills and the ability to 

build and maintain positive relationships with donors and members of the ALT community are essential. 

Excellent oral and written communications skills are essential, as are highly developed organizational 

skills. On-line fundraising and social networking experience preferred. Detailed knowledge of standard 

office practices and procedures and demonstrated administrative experience are critical. S/he must 

possess strong grammar, spelling, punctuation, writing, and editing skills, and have a thorough 

knowledge of Microsoft Word, Excel, PowerPoint, and other related software applications. Proficiency 

with a CRM software required; familiarity with Raiser’s Edge NXT (CRM) preferred.   

PRINCIPAL ACCOUNTABILITIES: 

1. GIFT PROCESSING: The ADoD is responsible for timely and efficient processing of donations, 

creating and maintaining accurate donor records, file imports/exports, quality control and 

donation data integrity, and maintaining appropriate development protocols. The ideal 

candidate will be flexible and remain open to evolving responsibilities and expectations as our 

systems and processes grow and evolve. 

 

2. ANNUAL AND LEADERSHIP GIVING: Under the direction of the Director of Development, and 

working collaboratively with ALT’s Executive Director, set annual and long-term goals and 

priorities for annual and leadership giving, advance and monitor the progress of these giving 

initiatives, and provide information required for department-wide trend analysis and reporting.   

The ADoD will also work in close collaboration with the Director of Communications to:  

a. Prepare and send direct mail, email and social media solicitations and communications 

http://www.ailt.org/


b. Participate in the development of appropriate multi-channel prospect cultivation strategies, 

determining potential giving opportunities and optimal gift levels; provide regular reports of 

all activities through designated reporting methods and inputting information in the 

Development database. 

c. Utilize various social media channels to inform donors and potential donors about ALT’s 

mission, successes, and ongoing projects and initiatives.  

d. Maintain a Development social media calendar that will be integrated with a direct mail, e-

mail, and event calendar to ensure consistency in messaging. 

 

3. SPECIAL EVENTS: The ADoD will take an active role in the planning and execution of ALT 

fundraising and engagement events and special initiatives. S/he will provide logistical, 

administrative, and related support to ensure the success of those events including processing 

mailings and invitations, maintaining related records, coordinating arrangements and logistical 

support with outside vendors, and staffing events as appropriate. Such events/initiatives 

include, but are not limited to, the ALT Golf Tournament, 5K Race for Open Space, the Annual 

Meeting, Evening at Home, and other solicitation/cultivation/stewardship events that 

encourage giving and that afford engagement with prospects, suspects, and volunteers.    

 

4. ADMINISTRATIVE SUPPORT: Support the DoD in the management and stewardship of donors, 

prospects and volunteers, including members of the Board of Trustees, by preparing 

presentations, fundraising reports, correspondence and other materials. Based on knowledge of 

the prospect pool and the DoD's priorities and schedules, s/he manages visit schedules and 

prepares/coordinates all supporting materials for visits. The ADoD maintains detailed records 

associated with donors/prospects to insure timely and accurate reporting of moves 

management metrics, strategy and stewardship reports, and that pledge reminder letters 

and/or gift acknowledgements are prepared and forwarded to prospects on the DoD's behalf in 

a timely manner. 

 

5. Perform other duties as assigned.  

 

SALARY RANGE: $50K-65K, depending on experience. ALT offers a competitive benefits package 

including health care, 11 paid holidays, and vacation/personal time. 

APPLICATION PROCESS:  Please share a resume, salary requirements, and cover letter sharing your 

impressions of Aquidneck Land Trust and why you would like to join our team. Send to Charles B. Allott, 

Executive Director, via email to callott@ailt.org, and copy Meghan Harris, Office Manager, 

mharris@ailt.org. Please use “Assistant Development Director” as the subject line. Applicants are 

encouraged to apply by January 17, 2023, although applications will be accepted until further notice.  

All applicants will be notified upon receipt of their information and be kept apprised of the status of 

their application. We appreciate your interest in Aquidneck Land Trust. 

Aquidneck Land Trust is committed to building a diverse, equitable and inclusive culture  

and community. Candidates of color, bilingual and bicultural candidates are strongly  

encouraged to apply. If you are interested in working at a well-established and supportive  

organization committed to land conservation, please apply. 
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